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OMB Supplier Diversity Pilot Project Instructions 

 
The objective 
 
To increase opportunities for on non-advertised state purchasing opportunities 
for minority and women owned businesses. 
 
The process is simple 

1. Search for a MWBE vendor. 
2. Contact the vendor and wait for a response(s). 
3. Submit the online OMB supplier diversity pilot project form. 

 
How do we measure success? 

1. The number of attempts an agency uses the MWBE database and 
submits the OMB supplier diversity pilot project form. 

2. The number of attempts an agency uses the MWBE database and 
submits the no find supplier form. 

3. The number of eligible firms an agency encourages to certify with 
OMWBE that are not currently certified. 

 
You must submit the OMB supplier diversity pilot project information via the 
OMWBE web site after the purchasing need has been met and/or the MWBE 
vendor has replied. 
  
Do not use the OMB supplier diversity pilot project if desired product/service is 
on the Government Support Services state use contract list. 
 
Do not use the OMB supplier diversity pilot project if the desired product or 
service is anticipated to exceed the mandatory advertised thresholds. 
 

1. Identify need. 
2. Identify time frame for response  
3. Identify applicable NAICS code www.census.gov/naics  – It may be helpful 

to contact Jay Burks to assist navigating the database 
Ljay.burks@state.de.us or (302) 672-5192 or review the NAICS 
presentation posted on the OMWBE web site. 

4. Identify an applicable vendor(s) from OMWBE database     
www.omwbe.delaware.gov 
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a. When you find an applicable vendor it may be useful to copy and 
paste into a Word document.  It is also possible to download the 
OMB supplier diversity Word form.  Please remember that the 
information must be submitted online. 

 
 
 
 

 
 
 
 
 
 
 
 

b. If you are aware of a potential MWBE vendor that is not certified 
with OMWBE, please encourage the respective vendor to certify 
with OMWBE 

c. If there is not an applicable MWBE vendor for the respective 
service, please go directly to the link below, which can be found 
after clicking the MWBE directory link above and complete the form 
in the second box below.  
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5. Database search instructions – You have the ability to search the 
database in a variety of ways.  The bullet points a - f below correspond 
with each available option and provide additional information on the 
various methods.  – Please note you can only search one function 
criteria field at a time.   

a. Search by certification number   
 
 
 
 

i. This is useful when searching for firms that have identified 
themselves as certified with the State of Delaware and 
provide you with a certification number.  All numbers start 
with DE. 

ii. This search method is useful when submitting the OMB 
supplier diversity pilot project. 

 
 

b. Search by NAICS code 
 
 
 
 

i. This is useful when you want to explore a broad NAICS 
industry classification.  For example entering 23* will list all 
companies starting with 23* in the beginning of the NAICS 
code, which is construction. 

ii. This is beneficial if you want to get a broad representation of 
NAICS codes. 

 
 

c. Search by NAICS description 
 
 
 
 
 

i. This is useful when you are not sure of the particular NAICS 
code. 

ii. This search method only lists companies with available 
NAICS codes. 

iii. The NAICS homepage link will provide more information on 
appropriate codes for respective products and services.  
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d. Search by NAICS Description (Partial Entry) 
 
 
 
 
 
 

i. This is useful when you want to search based on the 
description of product or service – For example if a user 
wanted to find the NAICS code for computer programming.  
Search prog and the results will produce all codes that have 
prog in the description.  Click the appropriate link and the 
vendors will populate.  

 
 
  
 
 
 
 
 
 

e. Search by company name 
 
 
 
 
 
 

i. Do not search by the entire company name.  You must use 
the percent (%) sign before and after the company name you 
are search to serve as a wildcard. For example, when 
searching for Goeins-Williams and Associates, Inc. the text 
in the search should read %Williams%  
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f. Search by firm’s products and services keyword 
 
 
  
 
 
 
 

i. All vendors do not have a job description loaded and this 
may limit your search.  We encourage you to utilize the 
NAICS search and then narrow down your vendor choices 
based on the search results. 

ii. You must include commas when using multiple words.   
iii. You can use the percent sign % to capture the root of the 

word.  For example searching train% will produce all 
companies with train% in their description. 

iv. Multiple keyword search results – Please note the results are 
mutually exclusive. 

 
 
 
 
 
 
 
  

6. Contact the vendor  
 
 
 
 
 
 
 
 
 

a. It may be easier to cut and paste respective vendor record in a 
Word document and submit once process is complete.  You can 
also download the OMB supplier diversity form and manually track 
the form information as referenced in bullet point 4a. 

 
7. Wait for response 
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8. Complete OMB supplier diversity pilot project – Click below link on 

homepage or left panel of the OMWBE web page. 
 
 
 
 
 
 
 
 
 

 
a. Search for contacted vendor by certification number referenced in 

5a.  Any of the above mentioned search methods in 5 can also be 
used, but the vendor certification number is recommended 

b. Your search will produce the below.  Please note when you search 
using vendor certification number you will only produce one result.  
A search by NAICS code will produce additional vendors and may 
be more useful if you contacted 3 or more vendors. 

c. Click certification number to proceed to d 
d. Please note –  If the submission process is started and user clicks  

the back button browser, the user must refresh your Internet 
browser. 

 
 
 
 
 
 
 
 
 
 

e. Click add another vendor or go directly to the OMB supplier 
diversity pilot project information submission step. 
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f. Supplier diversity pilot project online information submission form 

i. You must enter all contact information – If you do not know 
your division or section number there is a downloadable 
table located atop the form. 

ii. Please enter numbers for department, division and section 
iii. Vendor information is automatically populated. 
iv. We encourage feedback to continually improve. 
v. Click the submit button at the bottom of form to complete. 
vi. You will have the option to print your completed form after 

clicking the submit button. 
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9.  After clicking the submit button, you will be given the option to print the form 
and save for your records. 
 
 
 
 
 
 
 
 
 
 
 


